
Plan Adjustment Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an adjustment to my current 

plan ([insert plan details]) due to [briefly explain reason for adjustment, e.g., changes in 

circumstances, needs, etc.]. 

After reviewing my situation, I believe that [explain how the adjustment will benefit you and 

possibly the company/organization]. I would greatly appreciate your assistance in this matter. 

I am looking forward to your prompt response and would be happy to provide any further 

information needed to support my request. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


